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The Performance Evaluation (PE) Guide outlines the steps necessary to complete the process. 
The guide should be used during performance reviews and feedback meetings with staff. The 
suggested timeline and process guidelines below are standards that can be adapted based on area 
needs and other related processes.  
January - February 
1.  Complete the employee information section on page 1 of the Performance Evaluation. 
2.  Check the appropriate “Review Type” (self-assessment, annual, etc.) to be completed. 
3.  Complete “Key Job Responsibilities” (Section 1). To fill out this section, reference the 
employee’s job description and include a minimum of five of their major job duties.  
All five score line items must be filled in to calculate the accurate average score.   
If any Key Job Responsibilities are left blank, the score will be reflected as a zero 
and calculated into the overall average for the section and combined totals. 
4.  Add attachments (electronic files should be made available for printing and signatures) 
•  Job description for review 
•  ICARE values statement for signature 
•  HIPAA statement for signature, if applicable  
•  Continuing education record, if applicable 
•  HRMS education record, if applicable 
5.  Distribute the PE by email to employees and ask them to use the form for completing 
their self-assessment, with an expected due date for returning their input. Encourage 
comments and examples to be included by the employee. The employee should complete 
“Major Job Accomplishments” as part of their self-evaluation. If applicable, additional 
supporting attachments can be referenced.   
6.  Collect the self-assessment and applicable attachments from the employee. Reflect upon 
the employee’s input and ratings for consideration in the completing their official 
evaluation. Each score line within Sections 1 and 2 must be filled in for all employees 
to calculate the combined total average score, out of a total of 5 points.  
• Key Job Responsibilities (Section 1) 
• Behavior (Section 2) 
• Leadership Competencies (Section 3, complete only if applicable)  
SKIP Section 3 if the employee does not have formal supervisory responsibilities 
and select “N/A” in the overall rating section on page 5. For these employees, the score 
for this section will NOT be calculated in the combined total average.    
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March - April 
7.  Peer and/or client input can be requested for the employee to reflect key job 
responsibilities and behavior standards.  A consistent approach is expected to be 
determined by each manager. 
8.  The Performance Evaluation form should be filled out entirely, providing a score using 
the rating scale from 1 (lowest) to 5 (highest) for each line item. The highest ratings (e.g., 
>3.8) should be reserved for the top performers based on a comparative assessment 
among employee peer groups. Be sure to include comments and examples in each section 
to explain scoring such that the employee receives meaningful and actionable feedback.  
The form can be saved while completion is “in process” and blank score lines are allowed 
on the form during that time. 
9.  The Overall Combined Average Score will calculate the rating out of a total of 5 for 
applicable sections. Include detailed summary comments using specific examples to 
reinforce ratings.  
-  Schedule a formal meeting with the employee for a comprehensive review of the 
performance evaluation. Discuss specific comments and examples. Jointly set goals 
with the employee for the upcoming evaluation period. The SMART Goal Setting 
Guide can be used as a resource. 
10. Each manager and employee should sign and date the Performance Evaluation (PE).   
The Manager should provide a copy of the completed PE. A copy of each PE 
(employee’s self-assessment and manager’s) should be kept in the employee department 
and personnel files. 
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